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Working with words

Complete the texts with words from the list.

complaint     delivered     gave     invoice     make     place process     purchased     quote     stock     track

Is it true that the Internet has changed the way we shop? OK, we can look at a website, see something we like, and check if the item is in 1 ______. But is this so different from simply telephoning? And then, when we 2 ______ the order, we don’t need to talk to anybody – the order goes through and we wait for the product to arrive at our door. But 100 years ago, you sent a message to a shop, and they 3 ______ the goods the same afternoon. So what’s new? You still have to pay the 4 ______!

The best thing about online shopping is the fact that you can 5 ______ your shipment. When I 6 ______ some goods last month for my company, I really needed to know when they would arrive. Of course, the website 7 ______ me a date for delivery, but the company don’t 8 ______ their orders very quickly, so I wanted to check every day.

Sometimes, you 9 _________ an enquiry about a product, the suppliers 10___________ you a price for it, and everything seems fine. But then the goods don’t arrive, and you need to make a 11 ______. This can be very frustrating.

Language at work

Complete the conversation with the correct form (will, going to, or present continuous) of the verb in brackets.

Anna	Hi, Jean. 12__________________(you / do) 	anything this evening?
Jean	Yes, I think I 13__________________(stay) at 	home and watch TV. Why?







Anna	Well, Milos and I 14__________________(go) 	out for a drink with our new boss, and we 	wanted 	to invite you.
Jean	Your new boss?
Anna	Yes, her name’s Jessica, and she 	15______________________(start) next week. 	We’re going to that new bar on 22nd Street.
Jean	In that case, I 16_________________(come) with you! I’ve always wanted to go there. What time 17 _________________(you / meet)?
Anna	About six.
Jean	I 18_________________(bring) Tony. He’d 	like to meet Jessica.
Anna	I’m not sure about that. Jessica’s his ex-wife!
Jean	Oh no. OK, I 19 _________________(not / 	say) anything about it.

Business communication

Complete the exchanges. Write one word in each space.

1	A	We don’t have any envelopes. 20________ we 		get some more?
	B	I’m not sure 21 ____________ that. Jack just 		ordered some.
2	A	How 22 ______ going out for a meal?
	B	That’s a 23 ______ idea! 24 ______ go to 			Nando’s.
	A	Yes, I think we 25 ________ book a table.
3	A	The photocopier’s broken again!
	B	Why 26 ______ we try a new supplier this 		time?
	A	Fine. We 27 _________ phone that new shop in 		Market Street. 
	B	I don’t 28 __________ that will work. It closed 		down last week!
4	A	The new man in Reception seems a bit 			unhappy. I 29 ______ you have a word with 		him.
	B	OK. Maybe we 30 _____________ invite him 		out for a drink on Friday.
			
					Result _________ / 30 marks






Speaking test

Role cards

Copy this page and cut out the role cards for the students. Then use the Speaking test results forms to evaluate each student’s performance. You can then cut out the results and give them to the students.


Student A

Your department manager will celebrate ten years with the company next month, and you are organizing a party for her. Talk to Student B about the party. You want a big party with lots of people.
· Suggest places you could hold the party.
· Decide who you are going to invite.
· Decide who will organize the party.
· Arrange a meeting next week to plan the party in more detail.

These are some possibilities:
Where?
A night club in town (holds 160 people)
Company meeting room (holds 60 people)
Who to invite?
All current staff members (56 people)
Everyone who worked in her department in the last 10 years (150 people)
Student B

[bookmark: _GoBack]Your department manager will celebrate ten years with the company next month, and you are organizing a party for her. Talk to Student A about the party. You think she would prefer a small party.
· Suggest places you could hold the party.
· Decide who you are going to invite.
· Decide who will organize the party.
· Arrange a meeting next week to plan the party in more detail.

These are some possibilities:
Where?
Company meeting room (holds 60 people)
A restaurant (holds 30 people)
Who to invite?
All current staff members (56 people)
Her current department (17 people)


Speaking test results

Use these forms to evaluate the students.

Student A						  Student B

	Can the student …
	Didn’t do this 
(0 points)
	Yes, but with some mistakes
 (1 point)
	Yes, did this very well 
(2 points)
	Can the student …
	Didn’t do this
 (0 points)
	Yes, but with some mistakes 
(1 point)
	Yes, did this very well 
(2 points)

	make a suggestion?
	
	
	
	make a suggestion?
	
	
	

	accept a suggestion?

	
	
	
	accept a suggestion?

	
	
	

	reject a suggestion?

	
	
	
	reject a suggestion?

	
	
	

	say what he / she is going to do?
	
	
	
	say what he / she is going to do?
	
	
	

	arrange to meet?
	
	
	
	arrange to meet?
	
	
	

	
	
              Result _________ / 10 marks
	
	
               Result_________ / 10 marks




